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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible admnistrative and
supervisory position, the primary duties of which are assisting
the Fire Chief in managing the operations of the departnment and
in managi ng all departnment personnel. The incunmbent of this
class may be required to performthe duties of the Fire Chief in
the Chief's absence. The Assistant Fire Chief also assists in

the care and maintenance of all departnment equipnent and
property, in conducting a fire inspection and investigation
program in assisting with the financial managenment and
records- keeping functions of the departnment, and in performng
public relations duties, in addition to taking conmand and
directing activities at the scene of a fire or other emergency
until relieved by the Fire Chief. The incunbent of this class
perforns duties with a hi gh degree of i ndependence, reporting to
and having work reviewed by the Fire Chief. This class ranks

directly below that of Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists the Fire Chief in managing the operations of the fire
depart nment. Performs the duties of the Fire Chief in the
Chi ef's absence. Assists in setting managenent policies, goals,
and obj ectives for the departnent, and in determ ning how the
department shoul d be organi zed. Assists in the preparation of
t he departnmental operating budget. Participates in the research
and planning for progranms and activities of the departnment.
Conducts inspections of the operations of the departnent,
eval uates their effectiveness, and takes appropriate action to
i nprove probl em areas.

Recommends changes i n departnmental operations that will help the
city inmprove SO ratings. W rks with boards and agenci es whose
rul es and operations affect the fire service. Studies new |l aws,
regul ati ons, ordinances, and court rulings to determne if
changes in departnment policies and procedures are needed.

Assi sts in making decisions concerning what should be included
in records and reports of the department, and provides for the
mai nt enance of all departnental records. Supervi ses the
preparation of records by reviewing records conpleted by
subordinates and by periodically inspecting systens and
facilities for keeping the records. Conpl etes all assigned
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records, including payroll records. Wites letters in answer to
witten or oral requests addressed to the fire departnment or as
required to handl e needs of the fire service.

G ves tal ks and |l ectures on fire departnment topics to school and
civic groups. Serves as departnent representative to the news
medi a. Answers questions fromthe public about the operation of
the fire departnent or any related areas of energency services.
Coordi nates special public relations projects. Coordinates the
wor k of the departnment with related federal, state, and |oca
agencies, releasing information and giving assistance when
needed.

| ntervi ews prospective enpl oyees and makes recomendati ons for
hiring. Holds neetings with fire departnent personnel for the
purpose of receiving reports and dissem nating information.
| nspects the appearance of personnel to insure conpliance wth
departnmental standards for safety and propriety. Assigns duty
areas and work schedules, and approves | eave. Pr ovi des
assistance in technical areas of work and reviews reports
witten by subordinates. Oversees and evaluates work
performance and wites enployee evaluation reports. Resol ves
enpl oyee conpl aints and grievances, and counsels enpl oyees who
are experiencing work problens. Maintains discipline.

Takes command at the scene of a fire or other emergency unti
relieved by the Fire Chief. Directs and supervi ses enpl oyees in
firefighting, rescue, energency nedical services, handling of
the hazardous materials; maintains an established |Incident
Managenment System

Supervi ses the enforcenment of fire prevention codes, |aws and
| ocal ordinances. Directs the inspection of buildings to
determine the existence of potential fire hazards. Makes
recommendati ons for additions to or changes in fire prevention
codes. Investigates the causes, origins, and circumstances of
all fires occurring within the jurisdiction. Provides for fire
scene security. Assi sts arson investigation personnel and
testifies in court when required.

Supervises the general care and naintenance of departnent
equi prent, apparatus, vehicles, and property. Arranges for
repairs and mai ntenance, and inspects after repairs to see that
these were properly acconplished. Mai ntai ns an inventory of
supplies and equi prment required by the departnment. Orders and
pur chases equi pnment and supplies, keeping such purchases within
t he established budget. Distributes equipnment and supplies as
needed. Makes recommendations on nmgajor purchases for the
depart nent.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
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Unl ess otherwi se specified, all requirenents |listed bel ow nust

be net by the filing deadline for application for adm ssion to

t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

El THER

Must be a regular and permanent enployee in the class of
District Fire Chief for at least three (3) years imediately
precedi ng closing date for application to the board.

OR

Must be a regular and pernanent enployee in the class of
District Fire Chief with at |east one (1) year in that class
i mmedi ately preceding closing date for application to the board,
and have an Associate Degree in Fire Science or Fire Service
Managenent .
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